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PRINCIPAL ACCOUNTANT

Class specifications are intended to present a descriptive list of the range of duties performed by
employees in the class. Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Under limited supervision, performs the more difficult professional accounting work.

DISTINGUISHING CLASS CHARACTERISTICS

The Principal Accountant is distinguished from the higher level Accounting Manager in that the
latter has management oversight of Finance Department staff and is responsible for supervising
the work of the Principal Accountant.

SUPERVISION RECEIVED AND EXERCISED

This position reports to the Accounting Manager.  Incumbents in this class do not exercise
supervision.

ESSENTIAL FUNCTIONS

Essential functions, as defined under the Americans with Disabilities Act may include, but are not
limited to the following characteristics, duties, responsibilities, knowledge, skills and other
characteristics: 

Participate in the day-to-day operations of assigned finance work unit(s), such as accounts
receivable, accounts payable, utility billing, collections and financial reporting.  

Interpret and apply rules for assigned functions; prepare or direct the preparation of journal entries,
account reconciliation, and related schedules and reports; prepare audit schedules and assist with
year-end journal entries and annual reports.

Assist with financial audits; prepare financial reports according to federal and state rules,
regulations and laws, City policies and procedures, and generally accepted accounting principles.

Perform professional level finance work; conduct research and cost analysis for special projects
as assigned; prepare recommendations and present reports. 

Review accounts receivable and payable invoice processing; process and review designated
financial transfers; produce and distribute selected financial statements, financial summaries and
management reports. 
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Resolve accounting discrepancies or procedural problems and respond to questions, ensuring
necessary follow-up occurs; control program records for operational accountability; confers with
and advises staff and program participants by providing advice, problem-solving assistance,
answers to questions and interpretation of program goals and policy.

ENVIRONMENTAL AND PHYSICAL WORKING CONDITIONS

Requires the mobility and manual dexterity to work in a standard office environment, use standard
office equipment and attend off-site meetings; speech and hearing to communicate in person and
by telephone; vision to read handwritten and printed materials and a computer screen; strength and
agility to lift and carry items weighing up to 20 pounds. Some accommodations may be made for
some physical demands for otherwise qualified individuals who require and request such
accommodations.

QUALIFICATIONS GUIDELINES

Knowledge, Skills, and Abilities:

Knowledge of generally accepted accounting principles and practices; financial operations;
automated business computing systems; governmental accounting and reporting 

requirements; purchasing, contract administration, billing and collection procedures;
supervision principles and practices; standard office equipment, including a computer and
related software.

Ability to review and verify financial data; prepare complex financial and statistical analyses
and reports; supervise, motivate and evaluate staff; work with numbers and make
mathematical calculations; apply specific procedures and detect errors in a record keeping
system; conduct research and prepare clear, concise and comprehensive reports; operate
standard office equipment, including a computer and related software; communicate
effectively both orally and in writing; establish and maintain effective working relationships
with other City employees and the public.

Education and/or Experience:

Bachelor’s degree in business administration, public administration, accounting or a directly
related field and three (3) years professional level accounting experience.

Certification/License and/or Other Special Requirements:

Possession of a valid and appropriate California Driver’s License and maintain a
satisfactory driving record.


